Priority for Scanner Users!

Reserved for individuals using scanner.

Reserved for use by Faculty, Grad Students, and Staff only.
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1. Log in to the computer (See Seyma for password)

2. Remove any paper clips or staples you have in the papers you want to scan
STAPLES-PAPER CLIPS WILL DAMAGE THE SCANNER!

3. Place the papers face down and upside down with the top of the page inserted in the scanner. It will scan about 5 pages. Depending on how you align your paper, you can scan more pages. It is supposed to handle up to 10 pages.   

4. Click on the ScanSnap Icon (looks like a printer) in the toolbar .

5. Push the button  “Scan” located on the scanner.

6. When it is done scanning, it will save the file as a PDF document on the desktop.  Now you can email it to yourself.

If you need to change color (b/w, color), quality, or double/single sided printed, you can change these settings. Click on Scan Snap Icon (Icon of a printer) located in the toolbar.  Choose “Setting” located up in the menu, and then select “Scanning”.  Here you can choose the quality, color, duplex or simplex, size of the file, etc.

Please Remember to LOGOUT.
